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United States Environmental Protection Agency 
POSITION DESCRIPTION COVERSHEET 

1. DUTY LOCATION ~ 2 . POSITION NUMBER 

Denver, CO I 0003 ~ 1:..:__ 
3. Cl.ASSIFICA TION ACTION: a. Reference of Selies and Dale of Standards Used to Classify This Position GSSG, 6/98 , 4/98 

b. TiUe c. Service d. Series e. Grade f.CLC 

Official 
Supervisory IT Specialist GS 2210 14 100 

Alloca~on 

4. SUPERVISOR'S 
Supervisory IT Specialist GS 2210 14 RECOMMENDATION 

5. ORGANIZA TlONAL TITLE OF POSITION (1f any) 6. NAME OF EMPLOYEE 

Zurla 

7. ORGANIZATION (give complete organizalional breakdown) 

' a. U.S ENVIRONMENTAL PROTECTION AGENCY e. 

b Office of Technical and Management Services f. 

c Information Management Program g. 

d Computer Systems Technical Support Unit h. Organization Code 90844200 
8. SUPERVISORY/MANAGERIAL DESIGNATION 

bZJ (SJ First or Second level supervisor· An individual who performs supeiVisory worl< and managerial responsibilities that require accomplishment or wolf< lhrough combined technical 
and admimstralive d" ecbon ol olhe!S and meets lhe requirements lor coverage as described In lhe General Schedule Supervisory Guide. 

O IAJ An Individual (as def1ned in Section 7103{a)(10) ofTIUe V of lhe U.S. Code) who Is aulhorized to hire, direcl. assign, promote. reward. transfer, lay off. s~spend discipline. or 
remDVe one or more employees, or ef!ect1ve1y recommend such aclion. The exefcise of this responsibility is not routine or clerical in nature. but requires the consistent exerCise 
or independent judgmenl 

O !MJ A manager who directs lhe wro of an organization: is accounlable for the success of line or stall programs: monitors, evaluates, and adjusts program activiHes: and pelforrns 
the lull range or duties outlined in lhe Gooeral Schedule Supervisory Guide. May also include depu~es who fully share responsibility for managing the organizaHon or who serve 
as an aUer ego to 111e manager. 

D(B] A management official (as defined in Section 7103(a)(11) of TIUe V of the U.S. Code) who fonnulates, determines or influences an organ1zahon's poliCies. This means aea~ng, 
establ1slo1ng. or prescribmg general principles. plans, or courses of action for an organization: or bringing about a course of action !or me organ1zation Management officials 
must actrvely participate in shaping lhe organ1zation·s poltcies not just interpret laws and regulations give resource information or recommendations or serve as experts or highly 
trained professionals who implement or mterpret lhe organization's policies and plans. 

0 [TJ ·ream Leader" Tills position meets the reqUirements for coverage unciae Part II of lhe General Schedule Leade1' Grade Evaluation Guide. 

DIN] None of lhe above applies. This is a non-slljl8rvisoryfn~managerial position. 

9. SUPERVISORY CERTIFICATION 1 ~rtify thallhis is an accurate slatement of the major duties and responsibiities or this posilion and 1\s Ofganizabonal relationships and lhallhe 
posibon is necessary to cany out govemmenlal functions fOf which 1 em responsible. The certification is made Vlilh lhe knowledge that this inforrnat1on is to be used I Of statutory purposes 
relabng to appomtment and payment of public funds, and that false or misleading slalements may constitute violations of such statutes or !heir implementing regula lions. 

a Typed Name and TiUe of Immediate Supervisor d. Typed Name and liHe of Second-level SUpervisor 

Paul Riederer, Program Manager Mike Gaydosh, ARA for TMS 

b ~gnaffc.JJ4~ Hl;c.f/67 e. Signature , 

liJ ~AL4_ ~ , {j} I tf/J/._ • I f.;j'ltf/D7 
10. OFFICIAL CLASSIFICATION CERTIFICATION I tl' 
a. llJ This posi~on has no promo bon potenbal. D If position develops as planned and employee b. Fair labor Slanclards Act c. Functional Code 

progresses satisfactorily, this position has known D Nonexempt IZI Exempt N/A promotion potential to grade: 

d. Barga1111ng Umt e. Cneck. if applicable: r. Signature g. Date 
Code 

0 Medical MonHoring Required 

~~Qru;Vy '\ \'~{; \ 0 f) 8888 [] Extramural ResOIJ(ces Management Duties ( ...lL %of line) 

0 This position is subject to random drug testing ( ) 

11 REMARKS STATEMENT OF DIFFERENCE 
Updates p.d . and coversheet . No change in title, series, 
or grade level . 
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SUPERVISORY IT SPECI~LIST, GS-2210-14 

I. Introduction 

This position serves as the Unit Chief for the Computer Technical Support Unit, 
located in the Information Systems Program, Office of Technical and Management 
Services, Region 8, EPA. This position has formal supervisory responsibility for 
computer technical staff, and is responsible to manage all technical and managerial aspects 
related to the Region 8 computer technical support requirements in the region. Supervises 
staff conducting ongoing systems maintenance and new system impleme!_ltations; oversees 
staff conducting regional pilot projects; and provides guidance and advice to Region 8 
staff, and to NTSD and other EPA regions. Responsible for supervising staff who 
coordinate second and third tier customer support in for technical, hardware, connectivity 
and software problems on the LAN and at the 850 regional desktops, in collaboration with 
the Region 8 Computer Support Center, including the Help Desk. Is responsible for 
evaluation and implementation of office automation technology, deployment of latest 
agency-standard technology and software, operation of the Region 8 electronic mail 
system, access to the Internet, and maintaining near-100% connectivity and uptime for all 
Region 8 desktops, including the Region 8 regional offices in Denver, the RegionS 
Laboratory in Golden, Colorado, and the EPA Montana Operations Office in Helena, -
Montana. 

The incumbent is expected to be a "player-coach" for the Computer technical 
Support Unit, and is expected to provide both super;visory authority over the staff in the 
Unit, and hands-on technical assistance in the requirements analysis, evaluation, pHmning 
and deployment of computer infrastructure and systems. 

II. Duties 

1. Fifty percent of more of the incumbent's time is spent in accomplishing 
work through the combined technical and administrative direction of others. 
This position has the authority to assign and review work, to assure 
production and accuracy are met, to approve leave, and to recommend 
performance. standards and ratings. 

2. · Manages and directs a highly technical staff responsible for providing 
computer technical support for approximately 1,000 internal customers, the 
staff employed at EPA Region 8. Coaches technical staff to develop plans 
and monitor progress using project plans and status briefmgs. Advises staff 
on how best to communicate recommendations concerning long range 
technical hardware and software upgrade requirements to Program Director 
and to top levels of IRM/IT management. Coaches staff to effectively 
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3. 

4. 

5. 

6. 

7. 

8. 

participate in team meetings, customer focus groups, quality improvement 
projects, and work process reengineering and automation sessions. 

Directs staff in the policy and objectives of the information management 
and computer systems program in Region 8. In cooperation with the 
Program Director, provides leadership to the staff in setting priorities and 
balancing workloads. Coordinates the assignments and activities of staff to 
provide the most effective programs possible. Provides broad 
administrative, technical direction and guidance to computer technical staff. 
In such capacity seeks to reconcile diverse points of view, and encourage 
use of new more efficient and collaborative methods of producing and 
controlling work Explains unit objectives, goals and activities to customers 
and others. 

Makes recommendations and decisions on the resource needs of the unit. 
Plans or coaches staff to plan for equipment and supplies purchase, travel, 
statements of work for contract staff, and budget needs of the unit. 
Determines goals and objectives that need additional emphasis, determining 
the best approach or solution for resolving budget shortages and plans for 
long range stafflng needs. 

Plans the work of the unit, assures implementation of goals and objectives 
are met, ensures resources are assigned in most effective manner. 
Reassigns employees and other resources in order to respond to the 
changing directions in industry or agency policy and practices. Establishes 
operating procedures for the unit to ensure that appropriate work planning, 
tracking and deadline management occur, and that appropriate quality 
control and review of staff work occurs. 

Identifies developmental and training needs of employees in the program 
and provides for such training and development .. Negotiates performance 
agreements, evaluate performance and recommends rating for staff. 
Initiatives disciplinary actions as required. 

Promotes end-user effective computing by managing the activities of EPA 
and contractor staff as they provide maintenance and support of LAN and 
desktop PCs. Coaches staff on effective PC/LAN troubleshooting and 
problem resolution. Provides directions and guidance to staff for the 
selection of appropriate hardware and software to meet user requirements 
and as the staff conduct one-on-one consultation in designing specific LAN 
and PC systems and applications. 

Manages intramural and extramural resources as allocated by the Program 
Director, including procurements, small purchases, contracts, and 
interagency agreements properly and in compliance with regulatory 



requirements and Agency policies and P,rocedures. Develops appropriate 
extramural reso~ces competencies in team members. · 

9. Assigns, monitors and evaluates the work of Computer Technical Support 
Unit team members, making adjustments based on such consider~tions as 
relative workload, shifting priorities and unexpected external demands. 
Implements procedures to optimize coordination with other parts of the 
branch. Offers Team members advice/instructions on technical and 
administrative matters; orients new employees to the work of the Team and 
tracks their progress. Responsible for assuring that the team meets its 
commitments and provides feedback to the supervisor regarding the 
perlormance, progress and training needs of individual employees. Makes 
recommendations to the Program Director for promotion, compensation and 
performance award recommendations as appropriate to recognize 
outstanding technical performance and acliievement of unit and program 

goals. Alerts Program Director to any disciplinary problems that may 
arise. Resolves simple informal complaints of employees; refers formal 
complaints to Program Director. Performs all formal and normal first line 
supervisory responsibilities of a typical EPA Region 8 Unit Chief. 

Factor 1. Knowledge by the Position - . 

Knowledge of advancements in an ADP specialty area, the needs of applications 

programming personnel, and pertinent computer equipment characteristics of both special 

purpose and general purpose equipment used throughout the agency, to define issues and 

problems, plan and conduct feasibility studies, and advise top ADP management 

concerning agency wide long range advanced hardware and software. Knowledge of the 

organization's basic ADP policies and standards along with the technical aspects of 

'telecommunications, pertinent system software and application programs for the purpose 

of develop~g regional guidelines for their use. Skill at advanced telecommunications 

protocols, languages, software and system components. Advanced skills also needed for 

applications software design and knowledge of computer language characteristics sufficient 

to develop new applications software. Mastery of regional applications programs which is 

used to contribute regional viewpoint on Agency wide guidelines. Ability to coordinate 
the efforts of team members. 
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GENERAL SCHEDULE SUPERVISORY GUIDE FACTORS 

PROGRAM SCOPE AND EFFECT LEVEL 1-3 550 Points 
The work supervised is technical, administrative, protective, investigative, or professional work which typically has 
coverage encompassing a major metropolitan area or small city when most taxpayers or businesses are covered, <l 

state, or small region. The work supervised significantly impacts a wide range of agency initiatives, other agencies, 
or outside interests, and/or field activities (involving large, complex, multi mission organizations and/or very large 
serviced population). 

ORGANIZATIONAL SETTING LEVEL2-2 250 Points 
This position reports to a position that is one reporting level below the first SES level. equivalent or higher. 

SUPERVISORY AND MANAGERIAL AUTHORITY LEVEL 3-3 775 Points 
Twenty five percent or more of 1he time is spent in accomplishing work through the combined technical and 
administrative direction of others. This position has the authority to perfom1 the following duties: assign and review 
work, assure production and accuracy are met, approve leave, recommend perfonnance standards and ratings, 

AND 

(Check Applicable Respo11sibilitie.'in 

Carry out all of the following, plus at least 8 of the numbered (:~15): 

- plnn work, priorities, and schedules 
-assign work based on priorities, difficulty, and 

capabilities 
- advise, counsel, or instruct on work and 

administrative matters 
- interview for positions, recommend appointment, 

promotion, or reassignment 

0 I. Direct. coordinates. or oversee:; work thrnugh 
supervisors. leaders. team chiefs. group 

coordinators. committee chairs, or comparnhle 
personnel. or similar oversight of contractors: 

ri/2. Exercise significant responsibilities in dealing 
with other ofticials or in advising management: 

£213. Assure equity of performance standards and 

ratings developed by subordinates or comparable 
equity in assessing contractor work; 

rJ4. Direct major program !'egment of significant 
resnun;es (e.g .. multimillion dollar): 

05. Make decisions presented by subordinate 
supervisors. team leaders or similar personnel/ 

contractors: 

.J6. Evaluate subordinate supervisors or leaders. serves 
as reviewing official for non-supervisory employees: 

~7. Approve selections for subordinate non-supervisory 
positions; 

-hear nnd resolve complaints, referring more serious 
complaints to higher level 

-effect minor disciplinary measures 
- identify and arrange for developmental and training reeds 
-improve production or quality 
- develop performance standards 

111 II. Recommend selections fur subordinate supervisory position~. 
work leaders. group leaders. project directors. etc: 

li1!9. Hear and resolve group grievances or serious employee 
complaints; 

ll!flO. Approve serious disciplinary actions for non-supervisor: 
subordinates; 

!ill!. Decide on non-routine. costly. or controversial training. needs 

(il]'n. Determine whether contractor work meets standards f1lf 

payment: 

[1(13. Approve within-grade increases. extenshe ovet1inu:. mld 
travel: 

tii4. Recommend a\\ardslbonuses. position changes. and 
classification change~. subject to approval by higher lt:veL 

rdi5. Find ways to eliminate or reduce work harriers. promote~ 

tean1 building. improves business practices. 

AND/OR 

DExercises authority to set long-range work plans and schedule in-service or contracted work. develop overall goals and 
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objectives. assure implementation of the goals and objective (by lower and subordinate organizational units or others). detemlint' 
gnats and objectives needing emphasis. resolve budget shortages, and plan for long-range staffmg needs. including whether to 
cuntract out work. This position is closely involved with high level program officials (or comparable agency level 
stafflper~onnel) in the development of overall goals and objectives for assigned stafffunction(s). program(s). or program 
segment(s). 

PERSONAL CONTACTS LEVEL 4A-3 75 Points 

Nature of Contacts 
Contacts are generally with the following levels: high ranking managers, staff at agency headquarters and major 
organization levels, or in other agencies, key staff of public interest groups, influential journali:ts for city/county. 
Congressional assistants, contracting/technical staff of large industrial firms, or local officers of regional/national 
organizations, or local government. Contacts often require extensive preparation on complex subjects. 

Purpose of Contacts LEVEL4B-3 100 Points 
Contacts are to justify, defend, or negotiate representing the project/program segment(s). in gathering commitment of 
resources, or compliance with policies, regulations or contracts, and involve active participation in conferences, 
meetings, hearings, or presentations on important issues. 

DIFFICULTY OF TYPICAL WORK DIRECTED LEVEL 5-8 1030 Points 
At least twenty-tive percent ofthe non-supervisory duty hours of subordinates workload (not positions or employ.eesl 
is equal to the GS-13 level. 

OTHER CONDITIONS LEVEL6-5 1225 Points 
The level of dit1iculty/complexity of the supervisory duties and authorities is based on supervising GS12level work 
involving coordination of important projects or program segmentli and major recommendations directly impacting 
the organization. and/or supervising GS-13 level work of extreme urgency or controversy, or managing supervisors 
of work equivalent to GS-1 I. 

TOTAL POINTS = 4005 Points 
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EXTRAMURAL RESOURCES MANAGEMENT DUTIES CHECKLIST 

"I11is chcckli;tl-;~ay ~~~lO id-enti1)' dutic.!S in managing contrnt...-u, grants. coo~rativc agrcemcnL, and intt.."f"agcnc.;y ag:-ct.."tnc:nts.- it"i:·;·~r-
fur Identifying duti<.-s to!).! :~dd<.-d to position dc,;criptions foc positions requiring 25% or mo~ of time on any comhin;\tit'n .,f cxtrnmural r<.~urco."S 

m;umg.:~ncnt duti~. 111.: chcckli~t may be u.o;cd a.~ nn nmenclm<.'llt lll pooition des~..Tiption.~ tbr positions r<:tjuiring lcs.~ than 2.5% tlftimo: <m tht!S<: duhc., 

EMPLOYEE INFORMATION 

Name 

Position Number 0.0_0.52799 

Titk s~l V, '}_Y'fc .f!?c-!q,\)/l'.~CJl-J 
1._· .-.c. - ·'/ 2.. 1.~' ~em:s.'Clrauc _ ...- ~ u 

( )rgarm·.1tion 

Percentage of Time Spent on Extramural 

Resources Management 

-~ This position has no extramural resources management respon-
/sibi!itics. . . - . · .... 

if T~.~ e~.t!amural resources management duti(i?Ccupy lc~\ 
an.25% oftint'·. - - __ ,_/ 

. ramural n.:sourccs management duties occupy 15"·• 
to 50% of time. Th.:sc duties arc indic:tted below and des

cribed in the position dcscriptilm. 
__ Tolal extramural resources management dutit.-s occupy more 

than 50% of time. These duties art: indic:tted below and 

described in the position description. 

' . ..._ !"' • • 
When this checklist is used as aB, , cndm~.:nt to~sition description. the following signatures arc required: 

' ·V ·- . 
Supcn·rsor=sSrgnature ·- .. _ .. · __ 4.~ ___ ---· '" .. ~ .. --.Date f { ')) 

Par·t 1: Contr·acL~ Management D.uties 

Pre-award: 

...-"J>Ians procurements 
•/'f:;;timalcs costs 
/Obtain~ funding commitments 

Prcpnrcs procurement request 
./Writes statements of work 

.:/1\cvicws statements of work 
__ Processes unsolicited proposals 

Responds to pre-awarded conferences 

vPnrticipatcs in pre-award conferences 

....:.L.. Conducts technical evaluation of proposals 
__ Participates in dchricfing/protcst~ 
__ Other rfi:-;1) 

Close-out: 

__ P~ delivery orders 
V Rcvie\VS contractor work plans e: .Reviews contrnctor progress reports 
V ~onitors govenuncnt-fumishcd property 

_/_ M Monitors cost, managcmcn!. and overall technical 

_r1lcrformancc of contract allcr award 
/ __ ~Monitors management and perlbnnance of delivery 

~rdcrs:work assignments aller award 

~:>clines scope of work for work assignments 

. / _·_Approves pa)oment requests or ACH drawdowns 

_V_ ~Manages cost-rcimhursement contract:; 

~;:.cvicws invoices 
__ Inspects and accept:; dctivcrables 
__ Other (list) 

~Writes reports on contractor perfoi1Illlnce, costs, and tasks perfonned 

_v_ Reconciles payments with work perfonnance 

Closes out payments 
Pcrlonns cost accounting 

;::;/Provides assistance to Contracting Ofiieer in settling claims 
__ Other (list) 

I 
, ... 

Percentage of Time Spent on Contracts Management: _.2_.% 

Pa1·t 2: Gntnl<;/Cooperutivr • <!;reements Dutit>s Advises Gr.tnts IV "gcmcnt Ollice or potential 



P •·<·-;~ pplic;1 tion/ Applic:t tion: 
__ Prepares solicitation for proposals 

Identifies potential grante~ for arcns of 
program emphasis 

__ Makes initial dctemtinations (whether project is 
pmcurement or assistance, whether agency has 
legal authority. whether applicant is eligible. 
whether funding is available, etc.) 

__ Provides administmtive infonnation to applicants 

__ Determines appropriateness of applicant=s workplan/ 
activities: budget and compliance with regulations and 

guidelines and negotiates changes with applicant 
__ Ass1sts upJllicant in resolving issues in application 

For cooperative agreement. detennincs substantial 

fcdcml involvement and develops a condition for 

aurccmcnt 
__ Negotiates level or rundins 
__ Conducts site visits to evaluate program capability 

Sc;rvcs as resource to Selection Panel 
__ lnlorms applicants of funding decisions 

. Other (list) 

Award: 
__ Prepares funding package, including 

lx:cision Mcmornndum 
__ Obtains concurrences/approvals 
__ Reviews/concur.; in completed document 
__ Establishes project file 
__ Other (list) 

Project Managcmcnt/Administratioo: 
Monitors rccipicnt=s activities and progi'.'SS 

__ Reviews reports and dcliverablcs and notifies 

recipient of comments 
__ Provides technical assistance to rc.:cipicnts 

problems/issues 
__ Participates in decision/actions to ensure 

succc;ssful project completion and in dL"Cisions to 
impose sanctions 

__ ApprO\'CS payments requests or AC II drawdown 
_ Reviews requests for modilica\i(lll~. :tddilional 

funding. etc.. and makes recommendations to 
Grants Management "Otlicc 

__ Negotiates amendments 
___ Reviews Cost/Price Analysis tor recipient contract 

change order.; {Superfund only) 

When necessary. recommends termination ofthc 
agrL"ClliCnt 

__ . Resolves w1th Gmnts Management Ollicc aJmini
strativc and linnncinl issues 

__ Conducts periodic reviews to endure compliance: 

with agreemclll 
__ Other (list) 

Close-out: 
__ Ccrtilics dcliverablcs wc;re satisfactury and time!) 

_Provides assistance to rccipic:nts and Grants 
Management Office to ensure timely closeout 

__ RL'COnciles payment with work performed 
__ Notiiics recipient of elosc-<~Ut requirements 
__ Obtains legal assislancc if necessary to rcs(llvc 

illCQmplete elosc-<~ut 
__ If project is audited, responds to issues and ensures 

recipient complies with audit recommendations 
__ Other (list) 

---
'-, 

Percentage ofTim~pent on Gnmb;/CoopcrativcJ 
Agreemept~ Management: () % ~ ··/ 

\ - ... ----........ --
...... __ __ ··-···- -·-·-- ···- ··--·- .. -·-

- - - - . . . -~;;;~-.~~ .. ~ 
Pa•·t 3: Intc•·a~cncy Agreements Duties ~ ~r . 
P•·<'-bgrl'cm<'nt: . ...-~ Monitors cost management and O\"cmlltcchnieal 

~ J'lans ;md negotiates work cflort pcrfonnancc 

V Estimates cost l/'; __ Participates in decisions about project 

VOhtains funding commitments modi.fication/lcrmination 

_ _ Prepares commitmc;nt notice __ Conducts periodic review of Superfund State 

~ y,.' rile~ or review~ scope of work ~ontraets paymenl receipts (Supcrti.md only) 

.__/Rc~ponds to pre-agreement inquiries _V_ llrnspects and accepts dclivcrablcs 

"7 Participates in pre-agreement conferences __ ___ Other (list) 
?coordinates with appropriate staff in developing 

Independent GO\:emment Cost Estimates (IGEs) 
__ Negotiates and ensures execution of Superfund 

State Contracts (Superfund only) 
k Performs technical evaluation of work plan 

nnd budget 
__ Prepares funding package and obtains 

necessary concurrences 

ct~ut 
_ . _Reviews final report 
__ Decides on disbursement of equipment 

-~cconcilcs payments with work performed 
__ Reviews Superfund State Contracts to ensure rull 

reimbursement (Superfund only) 
Certifies deliver.1bk.-s 

__ Resolves closc-<~ut issues with Gr:.1nls Manage
ment Office/other agency 

__ Other (list) 



SUPERVISORY EVALUATION STATEMENT 

POSITION TITLE: ___ ..:::S..:::u.c:;p;::,;erv:..:..:.:is~o~rv~IT~S::P~:.;e:.:c:.:;ia:::.:l~is:.::ltL..:G::.:S:..--=2=21.:.:0:..-..:..14~-------

POSITION LOCATION: Information Management Program, Computer Systems Technical Support 
Unit 

(Most supervisory positions classified using the General Schedule Supervisory Guide will be titled 
Supervisory Environmental Protection Specialist to reflect the positions primary role of managing an 
environmental program.) 

I. PROGRAM SCOPE AND EFFECT (Level1-3 550 Points) 

Provide an overview of the general complexity, breadth and impact of the programs directed 
including the organizational and geographic coverage. Provide a broad overview of the impact of the work 
both within and outside the immediate organization: 

The work supervised involves highly complex and technical/administrative Information Technology 
(IT} work that encompasses the entire Region in a rapidly changing technological environment. The work 
of the Unit involves the isolation, definition, and solution of critical problems and conditions directly related 
to developing, testing, and implementing new technologies. The work supports and directly affects almost 
all of the Region's! Agency's activities including the operation of major environmental programs; systems; 
data storage and retrieval. The work directly involves or substantially impacts the provision of essential IT 
support operations to numerous, varied, and complex technical, professional, and administrative functions 
and the development of major aspects of other organizational IT programs. 

II. ORGANIZATIONAL SETTING (Level 2-2 250 Points) 

(Mark the organizational situation of the supervisory position in relation to higher levels of 
management) 

( ) The position is accountable to a position that is two or more levels below the first SES 
position in the direct supervisory chain. 

( X ) The position is accountable to a position that is one reporting level below the first SES 
position in the direct supervisory chain. 

( ) The position is accountable to a position that is at theSES level. 

Ill. SUPERVISORY AND MANAGERIAL AUTHORITY EXERCISED (Leve13-3 775 Points) 

This factor covers the delegated supervisory and managerial authorities which are 
exercised on a recurring basis for all positions including SEE enrollees and contractors. 

(Mark the duties that apply to the position evaluated.) 

( X } Plan work to be accomplished by subordinates, set and adjust short-term priorities, and 
prepare schedules for completion of work; 

(X} Assign work of subordinates based on priorities, selective consideration of the difficulty 
and 
requirements of assignments, and the capabilities of employees; 

( X ) Evaluate performance of subordinates; 

1 



(X) 

(X) 

(X) 

(X) 

(X) 

(X) 
(X) 
( ) 

(X) 

(X) 

(X) 

( ) 

(X) 

(X) 
(X) 
( ) 

(X) 
(X) 

(X) 

(X) 

(X) 

(X) 

(X) 

Give advice, counsel, or instruction to employees on both work and administrative 
matters; 
Interview candidates for positions in the unit; recommend appointment, promotion, or 
reassignment to such positions; 
Hear and resolve complaints from employees, referring group grievances and more 
serious unresolved complaints to a higher level supervisor or manager; 
Effects minor disciplinary measures, such as warning and reprimands, recommending 
other action in more serious cases; 
Identify developmental and training needs of employees, providing or arranging for 
needed 
development and training; 
Find ways to improve production or increase the quality of work directed; 
Develop performance standards. 
Utilize supervisors, leaders, or comparable personnel and/or providing similar oversight of 
contractors; 
Exercises significant responsibility in dealing with officials of other units or organizations. 
or in 
advising management officials of higher rank; 
Assure reasonable equity (among groups, teams, projects, etc) of performance standards 
and rating 
techniques developed by subordinates or assure comparable equity in the assessment by 
subordinates of the adequacy of contractor capabilities or of contractor completed work; 
Direct a program or major program segment with significant resources (e.g. multimillion 
dollar level of annual resources); 
Make decisions on work problems presented by subord inate supervisors, team leaders, 
or similar personnel, or by contractors; 
Evaluating subordinate supervisors or leaders and serving as the reviewing official on 
evaluation of nonsupervisory employees rated by subordinate supervisors; 
Make or approve selections for subordinate nonsupervisory positions; 
Recommend selections for subordinate supervisory positions; 
Recommend selections for subordinate supervisory positions and for project director 
positions responsible for coordinating the work of others; 
Hearing and resolving group grievances or serious employee complaints; 
Reviewing and approving serious disciplinary actions (e.g.suspensions) involving 
nonsupervisory subordinates; 
Make decision on nonroutine, costly, or controversial training needs and training requests 
related to employees of the unit; 
Determine whether contractor(s) performed work meets standards of adequacy 
necessary for authorization of payment; 
Approving expenses comparable to within-grade increases, extensive overtime, and 
employee travel; 
Recommend awards or bonuses for nonsupervisory personnel and changes in position 
classification, subject to approval by higher level officials, supervisors or others; 
Find and implement ways to eliminate or reduce significant bottlenecks and barriers to 
production, promote team building, or improve business practices. 

IV. PERSONAL CONTACTS (Level A-3 75 polnts/B-3100 Points) 

Provide an overview of the nature and the purpose of personal contacts related to superVisory and 
managerial responsibilities. 

Contacts are with higher-ranking managers, supervisors, and staff of program, administrative, and other 
work units and activities throughout EPA; ADP Experts and technical and operating level employees of 
Federal, State and local governments; vendors of equipment and software. 

2 
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The purpose of contacts is to justify and defend various decisions and recommendations by staff or 
supervisor and to negotiate on approaches and strategies for upcoming efforts. Involves participation in 
conferences and meetings involving problems or issues of considerable consequence or importance to 
the program. 

V. DIFFICULTY OF WORK DIRECTED (Level 5-8 1030 points) 

At least 25% of the nonsupervisory duty hours of subordinates' workload is equal to the GS-13 level 

List positions supervised by title, series and grade (with full performance level in parenthesis) 
including SEE enrollees. contractors and the percentage of time required by the supervisor to direct 
nonsupervisory work: 

See attached organizational listing. 

VI. OTHER CONDITIONS (Level 6-5 1225 points) 

Provide examples of special situations or conditions which have not been discussed in Factor V. 
which you believe add complexity to carrying out supervisory duties, authorities and responsibilities. 

The supervision and oversight exercised by this position requires significant and extensive 
coordination and integration of a number of ADP projects. Supervision exercised involves major 
recommendations which have a direct and substantial effect on the organization and projects managed. 

CERTIFICATION 

I certify that this Is an accurate statement of the major duties and responsibilities of this 
position and its organizational relationships. This certification is made with the knowledge that 
this information Is to be used for statutory purposes relating to payment of public funds, and that 
false or misleading statements may constitute violations of such statutes. 

'1j~<-~Jo'1 p~Q;_o~ 
D~te First Level Supervisor 
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